City of Fresno A57

EXECUTIVE ASSISTANT TO THE CITY MANAGER

Class Definition

Under direction, provides executive assistance to the City Manager; and performs complex and confidential
secretarid, adminigrative, and clerical duties for the City Manager.

Distinguishing Characteristics

The Executive Assigant to the City Manager isasingle position class. The incumbent exercises discretion and
independence in judgement while providing executive assstance to the City Manager and handling confidentia
and sengtive matters of anadministrative/secretarid nature. It requires a generd working knowledge of the City
government organization, its gods, and priorities. The Executive Assgtant to the City Manager may be
responsible for coordinating the secretaria and derica support functions within the City Manager s Off ice. The
incumbent has extensve contact with avic officds, other employees, and the public as a liaison for the City
Manager. Thisresponghbility may include interpreting City policies, rules and regulations.

Typical Tasks
(Theincumbent may not be assigned dl dutieslisted, nor do the examples cover dl dutieswhichmay be assigned.)

Provides executive assstance to the City Manager handling confidential and sendtive matters of an
adminigirative/secretarid nature.

May coordinate office support functions and activities of the City Manager/s Office

Develops and implements organization or procedura changes affecting clerica activities particularly in the areas
of record keeping systems, forms control, office layout and office procedures.

Serves as aliaison between the City Manager, other City management positions, boards, commissions and the
public; screens cdls, vidtors and mail.

Interprets City and departmental policies, rules and regulaions in response to inquiries; refers inquiries as
appropriate.

Types a variety of materias including generd and detailed correspondence and memoranda utilizing word
processing and/or computer equipment.

Coordinates specid projects and activities as assigned.

Researches, compiles, and analyzes data for specid projects and various reports.
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May serve as secretary toamgor board or commission; schedules, takes minutes of, and prepares appropriate
background materids and filesfor, the proceedings; followsthrough onactions taken by formdly natifying parties
involved and documenting remaining procedures or dternatives available to those involved.

Makes travel arrangements; maintains gppointment schedules and calendars;, and arranges mestings and
conferences.

Takes shorthand as required.

Initiates and maintains a variety of files and records.

May type documents and maintain filesrelated to a variety of sengitive personnel actions.
Performs related duties as required.

Knowledge, Abilities, and Skills

Knowledge of English usage, spdlling, grammar, and punctuation.

Knowledge of modern office methods, procedures, and equipment.

Knowledge of organization, procedures, and operating details of the City and the City Manager/ Office.
Knowledge of City government organization, functions, policies, rules and reguletions.

Knowledge of basic principles of research and report preparation.

Ability to understand the organization and operation of the City and of outside agencies as necessary to assume
assgned respongbilities.

Ability to communicate effectively, both ordly and in writing.

Ability to represent the City Manager a various meetings and engagements.

Ability to compose correspondence and letters.

Ability to interpret and gpply administrative and departmental policies, lawvs and rules.

Ability to operate modern office equipment including word processor and computer equipment as required.

Ability to andlyze stuations carefully and recommend and/or adopt effective courses of action.
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Ability to plan, organize and schedule prioritiesin the office.

Ability to compile and maintain complex and extensve records,

Ability to maintain confidentid data and information.

Ability to understand and follow ora and written directions.

Ability to type accurately at a peed necessary for timely completion of assgned duties.
Ability to take shorthand at a speed necessary for adequate job performance.

Ability to establish and maintain effective working rel ationships withthe City Manager and those contacted in the
performance of required duties.

Minimum Qualifications

Any combination of experience and training that would likely provide the required knowledge and abilities is
qualifying. A typica way to obtain the knowledge and abilities would be:

Experience  Four yearsof increasingly responsible secretarial and clerica experience, induding adminidrative
duties.

Traning: Equivadent to the completion of specidized secretaria and office management courses.

Necessary Soecial Requirements

The incumbent may be required to take and transcribe shorthand.

A vdid Cdifornia Driver/s License may be required a the time of appointment.

APPROVED: DATE:
Director of Personnd

MR/GK/po/11/25/87
5654.:195



